CONVENTION BUREAU/HOTEL/FACILITY

REQUEST FOR PROPOSAL

ORGANIZATION EVENT/MEETING SPECIFICATIONS

ORGANIZATION NAME:

The National Association of Professional Widget Makers

MEETING NAME:


Annual Celebration and Exposition

MEETING CONTACT:

Mr. Kirk Franks






Manager of Event Planning

ORGANIZATION PROFILE

Provide a brief paragraph which describes the organization’s goals/mission/history and membership demographics.

MEETING PROFILE

Provide a brief description of the meeting objectives, i.e. educational, business, committee/board meeting, event, or tradeshow.

ATTENDEES PROFILE

Provide a description of the overall makeup of the attendees/participants at the meeting, including a breakdown by general categories, i.e. student/professional, national/international attendees, male/female ratio, average age. Mention if the group has an unusually high proportion of children attending with parents, or spouse/companions/guests.

CONTACT INFORMATION

The contact information generally refers to the meeting executive who will be receiving specific proposals. This individual(s) could be the specific event professional, local/regional contact (contact for host-city that bids on the meeting or extends the invitation), or a third party contact such as a meeting/association management company, a travel agent or a contracted planner. If the decision-maker is not the contact, mention the individual who will make the final decision or if it’s made by 

the board of directors. Indicate any contacts for exhibits and transportation other than the event professional.

DEMOGRAPHICS

It is important for the event professional to indicate his/her appropriate prefix such as Dr., PhD., CMP, CAE, etc. Also include the title of the event professional or person(s) receiving proposals (i.e. Meeting/Event Executive, Vice President of Meetings & Events, Event Director, etc.)

Note both the street and box number addresses, as well as the contact’s telephone number with area code, fax number, toll-free number and e-mail address. Make mention of whether you want to receive proposals by mail, fax, or e-mail, and more importantly, your preferred method of contact i.e. by phone or e-mail, or no phone calls at all.

SITE SELECTION PROCESS

The specifications should outline the process that the organization will follow during the proposal and selection phases.

DECISION MAKER

This section should include who will make the final recommendation and decision (i.e. staff, local host committee, board of directors, etc.). If staff recommends to a Board, information should be included with the names of the recommending staff, executive level staff, etc. Unless vendors may contact individual volunteers, their names should not be included in the specifications.

DECISION DATE

A timeline should be included in this section – deadline for submission of proposals; approximate date of site inspection, if necessary (number of people to participate in the inspection); presentation for staff or board of directors, if necessary; and approximately when decision will be made.

PLANNING ASSISTANCE

Indicate how you are collecting information (using convention bureau, national sales office).

COMPETITION

List any other cities you are considering for the meeting.

Critical Needs

These are factors that are critical to the meeting and may make or break the decision. General requirements such as an invitation from a local host organization or committee, accessibility to an industry or professional population, resort requirements, etc. should be addressed in the introduction area of the “Request for Proposal”. Specific needs such as hotel and/or convention center rates, off-site venues, meeting space requirements, suites, telecommunications, ADA accessibility, fire safety, union/non-union, exhibit hall or ballroom floor load capacities, etc. may be addressed here or within other areas of the “RFP”.

PATTERN OF MEETING DATES

Meeting dates refer to the window of opportunity during which the meeting can be conducted, and may be designated by specific dates, months, or even seasons (Spring, Fall, etc.). Note potential periods of time within that window which should be excluded.

The preferred meeting pattern includes days of the week and the frequency of the meeting (annual, bi-annual, semi-annual, quarterly, biennial).

Example

May 2010 (excluding Mothers’ Day and Memorial Day)

Date Pattern: Wednesday through Sunday

Also, indicate your willingness to accept alternate dates for specific concessions (i.e. the association would consider the last week in August for rate considerations).

FACILITY

Indicate any specific requirements regarding hotel.

LOCATION

Will you require close proximity to the convention center or are there any other specific location requirements?

SLEEPING ROOM BLOCK

The Sleeping room block refers to the specific number of sleeping rooms that are required each day, beginning on the first day of arrival and concluding on the last day of departure.

Example


MON
TUE
WED
THU
FRI
SAT
SUN

Rooms
100
200
1000
2000
2000
1500
100

Suites
5
10
10
10
10
5
5

Total rooms and suites
105
210
1010
2010
2010
1505
105

ADA Rooms
3
5
5
5
5
5
0

%Total Peak Night
5%
10%
50%
100%
100%
75%
5%

% Multiple Occupancy
30%
30%
30%
30%
30%
30%
30%

If a floating date is required (i.e. if the organization meets over specific period such as July 4 or on a specifically established date), then the event professional should use the format indicating day numbers, not specific days.

Example


DAY 1
DAY 2
DAY 3
DAY 4
DAY 5
DAY 6
DAY 7

Rooms
100
200
1000
2000
2000
1500
100

Suites
5
10
10
10
10
5
5

Total rooms and suites
105
210
1010
2010
2010
1505
105

ADA Rooms
3
5
5
5
5
5
0

%Total Peak Night
5%
10%
50%
100%
100%
75%
5%

% Multiple Occupancy
30%
30%
30%
30%
30%
30%
30%

The event professional should indicate which day is the notable date (i.e. July 4th), and if that notable date is flexible. For instance, the notable date could be either Day 1 or Day 2.

Critical Needs

Does the organization require a specific number of discounted rooms, government per diem rooms, staff room rates, etc? Is there a need for a specific number of ADA compliant sleeping rooms?

FUNCTION SPACE

The function space is the space where meetings, general sessions and food & beverage (F&B) events are conducted.

MEETING AND F&B SCHEDULE

A general overview of space required for daily meetings should be included. The event professional should indicate which meetings are to be held in the headquarter hotel, overflow hotels, or if necessary, the convention center.

Example 

FUNCTION TYPE
# OF PEOPLE
SPACE NEEDED (SQ FT)
SET-UP STYLE

1 General Session
1800 ppl

Theater Style

4 Breakouts
400 ppl

Classroom Style

2 Breakouts
25 ppl

Classroom Style

1 Breakout
25 ppl

Classroom Style

16 Breakouts
10-25 ppl

Classroom Style

1 Office

200 sq ft
Special Set-up

1 Continental Breakfast
1000

Exhibit Area*

3 Luncheons
175 – 300

Rounds of 8*

1 Banquet
2000

Rounds of 10 

w/dance floor

1 Reception
1200

Scattered Cocktail Rounds

DAY
TYPE
#PPL/SQ FT
TIME
STYLE

TUESDAY
Office 
200 sq ft
7 am – 10 pm
Special 

WEDNESDAY
Office
200 sq ft
7 am – 10 pm
Special


Reception
1200 ppl
5 pm – 8 pm
Café Style with six bars.

THURSDAY
Office
200 sq ft
7 am – 10 pm
Special


General Session
800 ppl
8 am – 11 am

2 pm – 5 pm
Theater Style w/stage and rear screen projector.


4 Breakouts
400 ppl
10 am – 6 pm
Classroom Style w/head table for six (6).


1 Breakout
25 ppl
9 am – 4 pm
Conference Style


Lunch*
175-300 ppl
12 pm – 1 pm
Rounds of 8

FRIDAY
Office
200 sq ft
7 am – 10 am
Special


General Session
800 ppl
8 am – 11 am

2 pm – 5 pm
Theater Style w/stage and rear screen projector


4 Breakouts
400 ppl
10 am – 6 pm
Classroom Style w/head table for six (6).


1 Breakout
25 ppl
9 am – 4 pm
Conference Style


2 Breakouts
25 ppl
2 pm – 6 pm
Classroom Style


Lunch*
175-300 ppl
12 pm – 1 pm
Rounds of 8

SATURDAY
General Session
800 ppl
8 am – 11 am

2 pm – 5 pm
Theater Style w/stage and rear screen projector


2 Breakouts
25 ppl
2 pm – 6 pm
Classroom Style


Lunch*
175-300 ppl
12 pm – 1 pm
Rounds of 8


Banquet
2000 ppl
7 pm – 11 pm
Round of ten (10)

SUNDAY
Continental Breakfast
1000 ppl
7 am – 9 am
Exhibit Area


16 Breakouts
10-25 ppl
10 am – 12 pm 
Classroom Style



*convention center, headquarter hotel, or overflow hotel acceptable



Critical Needs

Critical needs include specific move-in/move-out times, carpeting, lighting, and ceiling heights. Also, include the specific rate range of food & beverage (F&B) and meeting space by noting specific monies spent in the past.

HISTORY/FUTURE INFORMATION

History and future locations should include the past three years and all future destinations and years, both tentative and definite, leading up to the prospective dates. The event professional should note any significant difference between what is normally expected and what may have occurred. For instance, if attendance in a particular year was higher than normal because it was an anniversary year, please indicate it. If the attendance was lower for some reason, such as economic changes or the quality of the venue/location, indicate it.

Also, you should indicate in this section of the RFP if there will be any rebate, assessment, or commission paid on sleeping room rates.

Example

November 15-22, 1998* 
Oakville Resort & Convention Complex 
Oakville, FL


MON
TUE
WED
THU
FRI
SAT
SUN

Daily Room Block
75
175
900
1800
1800
1400
20

Actual Pick-up
68
168
870
1750
1803
1401
29

% Pick-up
90%
96%
96%
97%
100%
100%
145%

*High pick-up due to Founder’s 75th Anniversary of Organization





HOTEL

PEAK ROOMS
RATE (Sgl/Dbl)

Headquarter Hotel/Rates:
Oakville Resort

1000

$125.00/$135.00

Overflow Hotel(s)/Rates:
Hampton Hotel

500

$125.00/$125.00





Four Reasons Hotel

300

$119.00/$119.00

EXHIBIT REQUIREMENTS

Exhibit information includes net and gross square feet required, pounds of freight (get from freight handler), number of exhibits, number of exhibitors, ceiling heights, floor load requirements, requirements for outside exhibits, and specific set-up and tear-down days. Other helpful information includes poster session requirements, registration requirements in the exhibit hall, etc. A history of the meeting’s exhibit space is helpful and allows the facility to justify requests for additional space. Include previous floor plans if available. Also address utility requirements (i.e. phone, electricity, water, steam, drains).

Specify the contact for the exhibits if different than event/meeting contact. (Indicate if organization uses an exhibit management company.)

Critical Needs

The factors important to the decision process include the cost of the meeting space and/or exhibit hall within the hotel/convention center, floor load space, available space, etc.

GENERAL SERVICE CONTRACTOR

REQUEST FOR PROPOSAL

EXHIBIT MANAGEMENT SUPPLIED INFORMATION

EXHIBIT INFORMATION AND HISTORY

· Sponsor:

· Actual name of event:

· Exhibit profile:

· Association’s exhibitors profile:

· Previous locations:

EXHIBIT MANAGEMENT INFORMATION

· Contact person:

· Title:

· Address:

· Telephone and fax number:

· E-mail Address:

EXHIBIT SPECIFICATIONS

· City, venue, and room information:

· Years and anticipated show schedule:

· Number of booths:

· Size of booths:

· Number of tabletops:

· Number of exhibitors:

· Type of exhibits:

· Exhibitor equipment rental recap:

· Exhibitor freight weight recap:

RFP GUIDELINES

· Selection criteria:

· Timeline for responding:

· Competition:

· References:

· Contract award process:

· Exhibit management expectations:

GENERAL SERVICES CONTRACTOR SUPPLIED INFORMATION

The selected General Service Contractor will be required to provide general support services including, but not limited to, the following:

INFORMATION

· Please provide overall background, history, company’s mission/goals and financial strength (annual report or D&B report) of your company.

· What services to the exhibiting companies and to exhibit management does your company directly handle without subcontracting?

· Does your company own and maintain custom quality decorations, rental furnishing, carpeting, and accessories?

· Describe your inventory of equipment and decorations, and if you would subcontract to another company.

· Describe the strengths of your company’s design, drafting, special decorating and signage services.

· Please provide your company’s strengths in personnel and warehouse capabilities.

· Describe your company’s management plan for overseeing and servicing this contract should it be awarded to you.

· Please provide evidence of insurance and include the limits and liabilities of the policy.

CONTRACTOR ACCOUNT REPRESENTATIVE

· The General Service Contractor should appoint an account executive who will handle all meetings. This account representative is expected to participate in site inspections and planning meetings. The account representative will also supervise all contractor work during move-in, show hours and move-out. Please name the account representative and their experience/qualifications.

REFERENCES

· Provide three or more references for groups similar in size and scope to ours, as well as references from groups who have met in the same venue(s).

TRAVEL ARRANGEMENTS/EXPENSES (If applicable)

· List what expenses the General Service Contractor will be responsible for with regard to traveling supervisory personnel.

FLOOR PLAN

· Exhibit management is to attach a copy of last year’s floor plan.

· All utilities and columns should be clearly marked.

· A scale bar and directional arrows/symbols should be included in each floor plan indicating North, South, East and West.

· All floor plans submitted must be Pre-Approved by Fire Marshal.

· Distribute plans to all necessary parties. 

· Provide a camera-ready floor plan.

COST: 







FLOOR MARKING

· General Service Contractor to mark floor and tape front edges of all booth spaces.

COST: 







EXHIBIT BOOTHS

All booths will be set in accordance with the final floor plan.

Booth background drapes will be 8’ (feet) high and side dividers will be 3” high. All fabrics are to be factory flame-retardant and supported by steel framework.

· 8’ high backwall in (color): 






· 3’ high side-wall in (color): 







· Booth Size:

     







COST: 







· Booth package to include:
 







COST: 







· Each draped booth to include one 7” x 44” I.D. sign.

COST: 







REGISTRATION

· General Service Contractor to assist in the design of a functional registration area.

· Number of registration counters needed:

· Number of sign-in counters needed:

· Information booth:

· Message center:

· Registration area decorations (back-drape, cut-out letters, logos):

· Aisle carpeting required (color):

· Provide necessary draped worktables, chairs, wastebaskets, carpet, and masking drape.

COST: 







AISLE CARPET

· Does price include installation, daily maintenance and removal?

· General Service Contractor to enclose aisle carpet samples.

· Areas to be carpeted:

· Width of Carpet:

· Color of Carpet:

COST: 







CARPET LOGO (If applicable)

· Exhibit Management to attach camera-ready logo w/PMS colors:

· Size of carpet logo:

· Colors w/in logo:

COST: 







AISLE SIGNS

· General Services Contractor to provide, install and remove aisle signs.

Standard Aisle Signs:





Custom Aisle Signs:





Pull-downs/color:





Number of Aisle Signs required:




COST: 






PERIMETER AND MASKING DRAPE

· Masking of perimeter and unsightly areas as required.

COST: 
3’ High





8’ High





12’ High




16’ High




SIGNS

· General Service Contractor to describe the strengths of your company’s drafting department, design department, and special decorating and signage service. Also identify which of these services are in-house.

· Exhibit management to indicate if logo cardstock is required.

COST: 






· Banners Required:

Size – 





Logos – 





Colors – 





COST: 






POSTER SESSION (If applicable)

· Number of poster boards required:

· Single sided or double sided:

· Size poster boards (4’ x 8’ or 4’ x 6’):

· Horizontal or vertical:

· Carpet required/color:

· Tables/chairs required:

COST: 






GENERAL SESSION/PLENARY SESSION (If applicable)

· Who provides stage:

· Size of stage:

· Stage skirting/color:

· Stage drape height/color:

· Carpet for stage/color:

· Graphics/cut-out letters/logos for stage:

· Podium required/podium logos:

· Aisle carpet required/color:

· Exhibit management to attach logo and PMS colors:

COST: 






EXHIBIT MANAGEMENT/ORGANIZATION BOOTH (If applicable)

· Size:

· Pre-built:

Size

Labor required for installation/dismantle by GSC

Estimated hours

Carpet required/color

· Custom booth construction:

Attached logos

Carpet required/color

Specific requirements (shelving, counters, various dept areas, etc.)

Size

COST: 






EXHIBIT MANAGEMENT OFFICES

· Location/room:

· Hours of operation:

· Equipment required (drape, tables, chairs, special furniture, etc.):

COST: 






EXHIBIT MANAGEMENT FREIGHT

· Address where shipment will be delivered (warehouse or show-site):

· Carrier:

· Approximate delivery date:

· Approximate shipment weight:

· Number of pieces and description (crates, fiber cases or cartons):

· General Services Contractor will be responsible for the unloading and loading of organization’s material:

· Organization’s delivery location at show-site (booth #):

LOUNGES/RESTAURANT

· Size:

· Carpeting required/color:

· Hours of Operation:

· Props and special decorating required (list if known):

· Theme:

COST: 






EXHIBITORS’ LOUNGE

· Size:

· Carpeting required/color:

· Hours of Operation:

COST: 






EXHIBITOR SERVICES

· Describe your company’s philosophy regarding customer service:

· General Service Contractor Service Center:

1. General Service Contractor to provide an attractive service center adjacent to exhibit floor.

2. The service center should be staffed with competent, experienced personnel before, during and after the event.

3. The GSC is to provide counters for ancillary services.

COST: 






· Union Labor Requirements

1. GSC is to provide union rules, regulations, jurisdictions, policies and procedures which apply to each city in RFP.

2. Date union contract expires.

· Material Handling

1. GSC is responsible for exhibit drayage and freight handling requirements. This includes:

(a) Receiving and storing of shipments

(b) Delivering exhibit materials and placing them in exhibitors’ booths

(c) Providing empty labels

(d) Removing empty crates and cartons from the booth area and placing them in OSHA regulated store areas

(e) Returning empty crates and cartons to the booths at close of show

2. Warehouse Shipments

(a) Unload delivery vehicles and provide up to 30-days storage of exhibit materials prior to event opening

(b) Deliver exhibit materials from warehouse to booths

(c) Provide empty labels

(d) Removal and storage of crates and cartons

(e) Loading of exhibit materials onto outbound carriers

3. Show-site Shipments

(a) Unload delivery vehicles at facility dock

(b) Delivery of exhibit material from dock to booth

(c) Provide empty labels

(d) Removal and storage of crates and cartons

(e) Loading of exhibit materials onto outbound carriers

4. GSC to provide a vehicle check-in point at which drivers of the vehicles must present bills of lading or delivery receipts which indicate number of units, item description and weight of shipment being delivered.

5. Address(s) where freight is to be warehoused.

· Exhibitor Service Manuals

1. GSC to provide services as ordered by the exhibitors.

2. Who will be responsible for the preparation and mailing of the exhibitor services?

COST: 






· Exhibitor Payment Schedule

GSC to describe policies and procedures.

· Utilities

Who provides utilities at facility (each facility)?

· Cleaning

Who provides cleaning services at facility (each facility)?

COST: 






MISCELLANEOUS REQUIREMENTS

Exhibit management is to list items not addressed above that are unique to your convention/meeting:

AUDIO-VISUAL SERVICES

REQUEST FOR PROPOSAL

AUDIO-VISUAL INFORMATION SUPPLIED BY GROUP CONTACT

GROUP INFORMATION AND HISTORY

· Sponsor:

· Meeting profile:

· Organization’s exhibitor profile:

· Previous destinations/convention & meeting facilities:

· Previous suppliers/vendors:

· Future destinations:

CONTACT INFORMATION

· Event’s primary contact:

· Contact’s title:

· Address:

· Telephone and fax number:

· E-mail address:

· Exhibit’s primary contact:

· Exhibit contact’s title:

· Address:

· Telephone and fax number:

· E-mail address:

EVENT SPECIFICATIONS

· City, venue, and room information:

· Date and anticipated meetings schedule:

· Number of booths:

· Type(s) of booths:

· Number of exhibitors:

· Type of exhibitor focus:

· Type of equipment ordered previous year:

· Name, telephone and fax number of selected contractor contact:

· Number of service kits:

· Date of distribution:

PLENARY SESSION (S) (Information supplied by the group contact):

· Provide information on each plenary session/large function:

· Describe audience in attendance:

· Provide date/time of each large function:

· Describe your stage set:

· Type of equipment used:

· Use of Production Company:

· Use of special sets:

· Keynote Presenter:

Political

Paid Professional

Industry Representative

· Describe any significant elements for the meeting, i.e. anniversary, new product, new focus, theme, and message:

· Entertainment:

Type

Agenda

Provider (i.e. entertainment rider)

· Rehearsal plans – coordinator, location, time:

· Sets and number of set changes:

· Image magnification:

· Video recording/playback:

· Video format:

Beta 




¾”




½”



· Are patch fees to sound system included on the master account?

· Number of screens:

· Number of lecterns:

· Rigging specifications:

· Simultaneous interpretation/translation:

· Video-conference – origination(s)/destination(s):

· Taping:


Audio 


Video


· Distribution:


Archives 

Promotional 


Sales 



· Electrical services:

Ordered by 



Provided by 



Will this be billed to the master account?

· Special Needs (i.e. physical challenges, international scope, union significance):

Relating to presenter:

Relating to audience:

Relating to supplier qualifications:

· Security will be provided by the organization on the following schedule:

MEETING PROFILE (BY VENUE) (Information supplied by group contact)

· Daily meeting schedule by room:

· Number concurrent/breakouts requiring A/V Services:

· Expected attendance:

· Latest date/time room is available:

· Earliest date/time room must be vacated:

· Is there a 24-hour hold on the room?

· Set-up time:

· Projectionist schedule:

· Tear-down time:

· Taping:


Audio 


Video



· Distribution:



Archives 

Promotional 


Sales 



Are patch fees to the sound system included on the master account?

· Speaker Rehearsal area

Optional use by speakers:

Required use by speakers:

· Process for delivering visuals to meeting room at this venue:

· Process for delivering visuals at another venue:

· Computer Presentation:

Make/model of computer:

Graphics Standards:

Sound output:

Type of Software:

· Electrical services:

Ordered by 



Provided by 



Will this be billed to the master account?

· Special Needs (i.e. physical challenges, international scope, union significance):

Relating to presenter:

Relating to audience:

Relating to supplier qualifications:

RFP GUIDELINES (Information provided by group contact.)

· Selection/”Fair Price” Criteria:

· Timeline for responding:

· Whom to call with questions:

· Competition:

· Contract Award process:

· Timeline for decision

· Multi-year/meeting consideration:

· Personal Presentation (encouraged):

· Organization/Group management expectations:

· Party responsible for paying preliminary site visit expenses for planning purposes:

· Party responsible for pay freight/travel expenses:

· Anticipated program/budget changes for the future meeting(s) covered in the RFP:

AUDIO-VISUAL QUESTIONS TO BE ANSWERED BY AN A/V SUPPLIER

The selected A/V contractor will be required to provide general support services including, but not limited to, the following:

EXPERIENCE

· What is the age and scope of your company?

· How many specialty meetings has your company provided audio/visual services for during the past three years?

· Provide three references for groups similar in size and scope.

LABOR

· Known labor requirements are outlined, and we will analyze your cost estimate. Describe any anticipated increase from year to year. How did you arrive at these estimates?

· What is the minimum number of hours that we will be charged per person, i.e. four-hour minimums?

· Who provides your labor (union or non-union)?

· What is your experience with the unions in the cities covered by this bid?  If you do not use union labor, please indicate the reason and in what areas you do/do not use union labor.

· What price would you charge for supervisors? Please give hourly rate and anticipated total, as well as the anticipated function of each supervisor. 

PLANNING MEETINGS

· Who would accompany the staff on site visits?

· What would be the cost to accompany the staff on site visits?

· How would you participate in our department’s planning meetings?

· How many years in advance do you customarily participate in site inspections/visits?

· Who would be responsible for travel costs to a meeting location for planning purposes more than one-year prior?

EQUIPMENT

· What percentage of the total equipment to be used for these meetings does your company own?

· What percentage of back-up equipment do you take to convention site?

· From what company (ies) do you normally subcontract?

· In which of the following facilities are you currently contracted to provide the in-house service (list facilities).

· In which of these facilities where you are the in-house contractor does the contract end prior to or during the meeting?

· How far away is your inventory/operation located from the following convention sites (list convention destinations)?

· What equipment services are not provided by your company but are provided by the facility?

· How are these services affected by your involvement?

SPEAKER-READY ROOM

· How are charges for the speaker-ready room determined?

· What materials do you provide?

· What materials are we expected to provide in each speaker-ready room?

· How many persons would staff the speaker-ready room?

· Slides and tapes for participants in the scientific program are delivered to the meeting rooms. Please describe your method of providing this equipment in a timely manner.

· Our group uses (number) slide trays during the meeting. What is your charge for use of the slide trays?

PERSONNEL

· Do you have offices in the following cities: (list city destinations in consideration to host meeting).

· If not, from where would the staff come for those meetings? How many of your staff members would work the meeting? Please specify the title and responsibility for each staff member.

· What is the level of experience of all supervisory personnel provided?

· Who would be the main contact for us? Please give title, number of years with the company, and experience with specialty groups.

· What other contacts in your organization may be available to us?

· What is your staff involvement in meeting industry organizations such as, PCMA, MPI, and IAEM?

COSTS

· Please explain your method of discounting equipment and/or labor.

· How is overtime calculated? When does overtime begin and end?

· Our group makes (number) logo/meeting theme slides for use during the meeting. What would be the charge to have these slides made? Please note the costs for test slides or graphics that may or may not be camera-ready.

· What are your charges for rental of beepers and walkie-talkies?

· What would be the charge to our group for rental of several monitors and VCRs in our registration area? Please indicate any discounts applied.

· What are your charges to reset a room to accommodate a social function or meeting? Please indicate rates for resets on straight time, overtime and double-time. Include any additional equipment charges.

· If early morning rehearsals are required for guest speakers in the main session rooms, what charges will be incurred for technical and supervisory personnel?

SERVICES

· Furnish information on other services your company provides.

· Describe your method of billing for the above services.

· Provide your payment policy, including any deposits required and how any discrepancies are handled.

· Provide an outline of information that may be available to us concerning the value of ancillary rentals (i.e. exhibits, off-site meetings, etc.).

· Outline any other personalized service provided, either to the meetings department or other related departments.

TRANSPORTATION

REQUEST FOR PROPOSAL

If available, please provide history of your transportation for Airport, Shuttle, Tours and Special Programs.

AIRPORT SERVICE

Indicate arrival/departure/manifest to be provided for the airport carrier and the hotels.  Will attendants travel by charter or individually? List types(s) of equipment (i.e. limousine, private car, van, bus). Indicate form of payment (i.e. voucher system) for skycap, bellman gratuity. Indicate requirements for “Meet and Greet Service” and/or local welcome committee (i.e. city’s Visitors Bureau).

SHUTTLE SERVICE

Please list official convention hotels, their daily pick-ups, and the number of persons requiring shuttle service each day.


MON
TUE
WED
THU
FRI
SAT
SUN

Hotel Room Block








Registration Hours








Exhibit Hours








Breakouts: Start/End Time








General Sessions 

















ADDITIONAL SERVICES

Please list any other services you require and any critical information not yet mentioned regarding transportation.

ADDITIONAL ACTIVITIES

REQUEST FOR PROPOSAL

SPOUSE & COMPANION PROGRAMS/SIGHTSEEING TOURS

Provide history of the programs, the audience’s gender, age, etc.

Critical needs

Indicate the number of tours, full day or half day, if they are only on show days, and the days and times. Indicate the number of people, noting capacity limits (if any), and if the tours are optional or required. Note if the tours are inclusive or if you require package pricing. List any food and beverage requirements associated with the tours. Note the percentage of international attendants, their countries and languages. Indicate ticket taker/seller requirements, listing how many days and the times needed. Note if a tour representative is needed to ride on the bus.

KID’S PROGRAMS

Provide history of the programs, the audience’s gender, age, etc. Also indicate the number of adults per child.

Critical needs

Indicate the number of tours, full day or half day, if they are only on show days, and the days and times. Note the number of people, the capacity limit if any, and if the program is optional or required. Note if the program is inclusive or if you require package pricing. List any food and beverage requirements associated with the program. Indicate your security and liability insurance requirements.  

PRE AND POST CONVENTION TOURS

Provide history of tours, ind the audience’s gender, age, etc.

Critical needs

Indicate the number of tours, full day or half day, if the tours are only on show days, and the days and times. Give the number of people, the capacity limit if any, and if the tour is optional or required. Note if the tour is inclusive, or if you require package pricing. Note if the tours will be educational seminars/opportunities. Describe your room set ups and food and beverage requirements.
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